
INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this formi Forward signed original to 
Department of Archives and Hinorv, Records Management Division. 330 Capitol Avenue, Atlanta, Georgia, 30334. I Attention: Wedulina Sectioh 

_.____ ~ _ _  
7. Record Series Description This file contains the following documents linclude form numbers and rir!es, if any): 

Attach samples of the file. 
Documenurelatingto: monitoring, adninistering and coordinating CESA a c t i v i t i e s  from the 

s t a t e  program manageh office. 

Included are: correspondence, memoranda, reports,  proposals, pamphlets, analyses, schedules, 
and any other documents pertaining t o  the CESA Sta te  Program Manager's a c t i v i t i  
Majority of f i l e  i s  reference material used i n  performing mission. 

- 
File isarranged: chronologically by  calendar^ year; thereunder alphabetic ally^ by CESA. - .  , . .  

.~ , . _. - - .  _ _ ~ _ - _ _ . ~ ~  
8. Monthly Reference Rate 

One to six months old 

twenty-five months and older 
9. Annual Rate of Accumulation of Records 

How often are records referred to which are: 
5 ; Seven to twelm monihs old ----; 5 Thirteen to twenty-four months old ~ 5 .  _ .  

1 ,  ~~ 

. 
______._~_.__~____.___~_ 

Date Completed 

Working Title Telephone Number 

~~ 
0 AmendA lication No. ~- CheckOne: 0 Change; Supercede; 0 Void ke,, 4. Dates of Series L a z p l E e a n d s  Series T z e  ffollowed by title used in office; if different) 



. ~ ~ ~- .___ ~~~ ~ ~ ~ ~ ~~ ~ -i____ ~ .... . 

__ in thepqerm lumn l  

a. Is this the official copy of the series? .. 
-___ .. 

b. Does the series contain confidential information requiring security handling? If ye&te law or regulation. 

c. Is this a vital&? 
i 

__I__~ _- 
-~ -__- 

- 

~ .- ___ documentmbeduled semratelv? ___.. 

If vet  attach m y .  ____ - . 

1 

g. I s  the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. Is there a duplication of this series in your office. or in another office or agency? 

i. l uh is  series lor a maimwrtinn of it1 rew!a&dm?d? 

- 

__ ~- _ 

_______ 
~~  minto out?^ ___ 

1. Retention Requirements The following requires the series to be kept: 

a. State Law ~. years. d. Audit period years. 
___ __years. b. Statute of limitation years. e. Administrative need 

c. Federal law - years. f. Federal retention instructions years. 

Attach mpy or excert of laws or regulation$. Explain administrative need. 
. .  

I 

-. .. 

-__-. . 
2. Approved Dispoti$on Inrtructionr This agency recommends that the file series be cut off a t  the end of each- 

m Calendar Year; 0 Fiscal Year; 0 Other _. 
. .  

.-then, 

I3 Hold in the current files area Z - m o n t h ( s )  
0 Transfer to local holding area; hold --year(s); then 
0 Transfer to State Records Center; hold 
I3 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

3 iear(s); then 

-year(s); then 

: 

These instructions apply to al l  wior and future accumulations of the series. 


